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[TPUKA3
01.10.2024 Ne 218/1

006 yrBepxkaennu [osoxennss 00 HCMOJIL30BAHUM MPOCTOM IJTEKTPOHHON MOANMCH U
3JIEKTPOHHOM HU(PPOBOH MOANUCH I 3JIEKTPOHHOT0 JOKYMEHT0000poTa B
MyHUIIMTIAJILHOM ABTOHOMHOI0 JJOIIKOJbHOM 00Pa30BaTEeJIbHOM YUpPeKIeHUU
«Jlerckmiicag Ne 259»

B nensix peanuzanuu 31€KTPOHHOTO JOKYMEHTA000poTa, Ha OCHOBaHUHU DeepanbHOro
3akoHa «O0 snextporHoi nmoanucu» ot 06.04.2011 Ne 63-D3 (nanee — 3 Ne 63-D3),
NPUKA3BIBAIO:

1. VrBepaute IlonoxeHue 00 HCHOIB30BAaHMM NPOCTOH 3JIEKTPOHHOM MOAMUCH U
9JIEKTPOHHOW  LUGPOBOW  MOAMUCH JUISL  3JIEKTPOHHOIO  JOKYMEHTooOOpoTa B
MyHUIIMTTaTBHOM aBTOHOMHOM JOUIKOJIBHOM 00pa30BaTeIbHOM YupexkaeHuu «/lerckuit
cag Ne 259y (nanee — [Tomoxenue).

2. Opnosoit Onbre FOpbeBHe, cTapiieMy BOCIHTATEINO, Pa3MeCTUTh naHHoe [lonoxenne Ha
odurmansaom caiite MAJIOY «Jlerckuii cax Ne 259» B cetu MuTepHeTr B TeueHue 10
paboumx JHEH ¢ MOMEHTA €ro YTBEPKACHHUS.

3. KonTposb 3a HcrosHEeHNEM NpUKa3a OCTABIISIO 32 COOOH.

MoanucaHo unposoit
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YTBEPXIAIO

3asenyromuit MAJIOVY «Jlerckmii cag Ne 259y
E.B.Kopa6neBa

ITpuka3 ot 01.10.2024r Ne 218/1

IMosi0keHne 00 MCMOJIB30BAHUU MTPOCTOM 3JIEKTPOHHOM MOANMUCH U 3JIEKTPOHHOM
1M (pPoOBOIi NOAMUCH JIsl IJTEKTPOHHOI0 JOKYMEHT0000poTa
B MyHHIMIIAJIbHOMABTOHOMHOI'0 JOIIKOJIbHOM 00pa30BaTeJIbHOM YUYpPeKIeHUU
«Jlerckmii cag Ne 259»

1. O61mue noJioKeHU
1.1 Hacrosimiee Ilonoxkenne 06 UCTIOIB30BaHUM TPOCTOM AJIEKTPOHHOM MOAMUCH U AJICKTPOHHON
HOJIKMCH YIS 3JIEKTPOHHOIO TIOKYyMEHTO000pOoTa B MyHHIIMIIaTbHOM aBTOHOMHOM JIOIIKOJIBHOM
obOpasoBarenbHOM yupexaeHun «Jlerckuit cam Ne 259» (manee - Ilonmokenue) sBISETCS
JOKAJIBHBIM  HOPMAaTUBHBIM ~ aKTOM  MyHMIMNAJIBHOTO  aBTOHOMHOI'O  JOUIKOJIBHOTO
oOpa3zoBaTenbHOTO yupexaeHus «Jlerckuii cag Ne 259» (manee - Opranuzauus) U onpenensier
HOPSIOK U YCIOBHS pabOThl COTPYJHUKOB C 3JEKTPOHHBIMU JIOKyMeHTaMu B MHdopmarmonHoi
Cucreme (manee — MC), HenmocpeACTBEHHO CBS3aHHBIMU C MX TPYIOBOH JESTENBbHOCTHIO, C
MPUMEHEHHUEM TIPOCTOM 3nekTpoHHOUW moanucu (mainee — I[IDI1) m snexkTpoHHON 1MDPOBOI
noanucu (nanee - DLIT).
1.2 Peanuzanus ompeneneHHbIX HacToAmMM [lookeHneM yCIOBHHM NPUMEHEHHs MpOCTON
AIIEKTPOHHOM TOANMCH M DJIEKTPOHHOM LHdpoBOH moanucu oOecreuyrnBaeT MpuiaHue
IOPUJINYECKON CHJIbI AJIEKTPOHHBIM JokyMeHTaM Opranuzanuun B WC, TpeOyroummM JU4HOM
MOJIMUCHU COTPYAHUKA, U ONEPALIUsIM C HUMH.
1.3 Hanmmuue T19I1 n DL obecnieunBaet 31eKTpoHHBIM 1oKyMeHTam B U C:
® [10/UIMHHOCTb - OATBEPXKACHUE aBTOPCTBA TIOKYMEHTA;
® [IeJIOCTHOCTb - JJOKYMEHT HE MOKET ObITh U3MEHEH MOCJIe MOANNCAHNUS;
® HEe OTPULIAHUE ABTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOXKET OTKA3aThCs OT CBOEH MOJIHCH.
1.4 ]JIns nmoanucaHusi JEKTPOHHBIX JOKyMeHTOB B MIC ncnomb3yercst yeKTpoHHas nudpoBas
MNOJMUCH - HH(pOpMaLKs B 3JIEKTPOHHOM (hopMe, KOTopasi MPUCOEUHEHA K JPpYyroi nHpopMauu
B JIEKTPOHHOU (hopMme (IOJMUCHIBAEMON MH(POPMALIUH, TOKYMEHTY B 3JIEKTPOHHOM BUJE) WIN
MHBIM 00pa3oM cBs3aHHasl C TakoW MH(OpManMen, U KOTopas UCHOJB3YEeTCs IJIsl ONpeesieHus
JIM1IA, TTOANKCHIBAIONIETO HH(OPMAIIHIO.
1.5 B xauectBe nyonuyHoit yactu kiatoda [I3I1 u DUII ucnonb3yercs yHUKanbHOE UMSI YUETHOM
3arucH, MpUMeHsieMoe JUIsl aBTopu3anuu nois3oBaress B VIC. B xauecTBe KoH(UIEHIIMATBHOM
yactu katoua [I3I1 u SUIT ucnonb3yercst napoiib K y4€THOM 3alUCH.

2. TepMHHBI U Onpe/ie/IeHUsA
B nanHom IlonoxeHnn UCIIONB3YIOTCS CIIEYIOINE TEPMUHBI U UX ONPEACICHUS:
2.1 Biagernerr 3JIeKTPOHHOH MOANKCH - COTPYIHUK OpraHu3anuu, MOANMCABIINN Y BEIOMIICHHC
00 O3HAaKOMJIEHUH ¢ HacTosmUM [lojoxeHneM U UCHOIb3YIOMUI UM MOJIb30BaTeNs U MapoJib
nust apropuzanuu B UC;
2.2 DNeKTPOHHBINA TOKYMEHT (fanee - JIokyMeHT) - ToKyMeHT co3faHHbli B IC B a1eKTpoHHON
dopMe M NOANUCAHHBIM >JIEKTPOHHOM IOANUCHIO COTPYIHHMKA (JIEKTPOHHBIMHM MOJIIUCIMHU
coTpyaHukoB) Opranuszanuu;
2.3 Koy 21eKTpOHHOM MOANUCH - YHUKalbHasg IOCJIEIOBATENbHOCTh  CHUMBOJIOB,
IpelHa3HaueHHas Ui MOATBEPXKACHUs ¢ ucnoab3oBaHueM cpencts MC noamuunoctu IIDI1 n
OUII B /lokymenTe;
2.4 PeecTp BBIJAHHBIX KIFOYEH AIIEKTPOHHON MOAMUCH - Xpansnmiics B UC cicok yHUKaIbHBIX
IIOCJIE0BATENBHOCTEN CUMBOJIOB, COAEPIKAIIMXCS B BBIJAHHBIX [TOJIB30BATEISIM IMEHAX YYETHBIX
3aIUCe U Maposx;
2.5 Peectp OTO3BaHHBIX KJIIOYEH OJJICKTPOHHOW monamucu - xpausmmidcs B HMC crucok



nosab3oBareneid C, KiouM 3JeKTPOHHOM MOANMCH KOTOPBIX K MOMEHTY OOpalleHus! K JaHHOMY
peecTpy ObUTH OTMEUEHBI KaK HeJeHCTBUTEIbHBIE;

2.6 Dmnextponnas wudpoBas noanuck (DIII) u mpocras snextponHas moxmucu (I13I1)-
uHpopmanus B eKTpoHHON ¢opme B MIC, Bo3HUKaIOIIAs B MOMEHT BBIMOJIHEHUS BIaAeNbLEM
AIIEKTPOHHOH MOANKCH KOMaH bl noanucanus Jlokymenra B unrepderice IC, moareepxaatonias
noyIMHHOCTE JlokymeHTa w/wnn dakt o3HakomiieHus Biaaensia [1911 u SLII ¢ JokymeHTOM,
KOTOpasi B3aMMHO OJJHO3HAYHO CBsI3bIBacTCA ¢ JJOKYMEHTOM U BIIAJENbLIEM MTOANNCH;

2.7 Wramn 1911 u DLII - BU3yanmbHass oTMETKa OO0 AJICKTPOHHOW IOAMKCH, BKJIIOYAIOIIAS
pexBusuthl 1911 u OLII, xoTopass aBromarnuecku coznpaercs cpeactsamu MC npu oTKpbITHH
(Bu3yanusanuu) AokymeHTa, mnoamucanHoro I[IDIT w DJILII, B wuntepdeiice HC; Bpems
dbopmuposanus [1311 u DI oTobpaxkaeTcst B mTamIie o 4acoBoMy Mosicy mojib3oBarens NC;
2.8 OOpaboTka 3JIEKTPOHHOTO JTOKYMEHTa - JaelcTBus monb3oBarenss VC ¢ 3IeKTpOHHBIM
JokymeHToM cpeactBamu MC, BKitouas, HO He OrpaHUYMBASCh: CO3JaHuE, IPOBEPKA, TOANMCAHUE
[13IT u DUII, uapopmupoBanue apyroro moib3oBareis MC o HOKyMEHTE, MOATBEpPXKICHHUE
MOJTyYeHUs, O3HAKOMIICHHUE, CO3J]aHKe KOMTMU Ha OyMa)KHOM HOCHUTENIE, OTKJIOHEHHUE, YAalleHHUE.

3. ObecnevyeHune IOPUANYECKOI CHIIBI YJIEKTPOHHBIX JOKYMEHTOB
3.1 Xwusznennsi mukn JJokymenrta B MC BKIIIOYaeT: CO3/JaHWE W MPOYUE JICUCTBUS IO €ro
o0OpaboTke, oTpaxkeHue B yuere, a Takxke xpaHenue B MC. MC obecnednBaeT peructparuio
JeCTBUIM moJb3oBaresnei ¢ JJokyMeHTOM (JIOTUPOBAHKE) B T€UEHUE )KU3HEHHOTO 1IUKIIA.
3.2 Bce Bnagenbipr 1011 w OIII npusHaroT paBHO3HayHOCTH cBoed [IDIT m OIII
CcOOCTBEHHOPYUYHOU MOANKCH Ha OYMaKHOM HOCUTEJE.
3.3 IMomnomouns Biazensia [IDI1 u OUII, moamucaBumiero JIoOKyMEHT, MOJITBEPKIAIOTCS B
MoMmeHT noanucanus Jloxkymenta B MC aBTOMAaTWyeckd MO TMOJOKUTEIBHOMY pE3YJIbTaTy
CIIEYIOLIUX IIPOBEPOK:
® COOTBETCTBYIOIIUI MOJIb30BaTeNb aBTOpU30BaH B VIC,
® COOTBETCTBYIOIIMK KJIFOY BJEKTPOHHOW MMOJMHUCH BKIIOYEH B PEECTP BBIJAHHBIX KIOYEH
ANEKTPOHHOW MOJIIHCH,
® COOTBETCTBYIOIIMN KJIHOY AJIEKTPOHHOM MOANMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIIOUEH
JIEKTPOHHOMN MOIUCH.
3.4 Bpems ¢dopmupoBaHus dieKTpoHHOW moanucu ¢ukcupyercs cpeacrBamu MC 1o
rpuaBruckomy Bpemenu (UTC+0).
3.5 Dnekrponnsie nokymeHTtsl, noamucanubie [1OI1 u DI, nmpusHatorcs B OpraHuzamnuu
paBHBIMU 10 IOPUIMYECKON CHIIE JOKYMEHTaM Ha OyMaXHBIX HOCHUTENAX, 3aBEPEHHBIM
COOCTBEHHOPYUYHOU MOAMKCHIO.
3.6 INonw3oBarenu MC npusHatot, uro Buzyanuzanus mramna 1311 u DI npu nemoHcTpauu
Hoxymenta B wunHTepderice WC, BwimonHeHHas cpeactBamu HC, sBisieTcss HEOCTIOPUMBIM
MOATBEpKJIeHUuEM (hakTa MOAMUCaHUs JOKYMEHTa COOTBETCTBYIOMMM Biaenbiiem 1311 u SIIT
(MOTMHHOCTH U HEOTPEKAEMOCTH ).
3.7 Xpanenue JIOKyMEHTOB OCYILIECTBISIETCS IyTEM 3aluCU cBeleHUil o JIoKyMeHTaxX B apXuB
AJIEKTPOHHBIX JIOKYMEHTOB, KOTOPBIN sBIIsgeTCs yacThio C.
3.8 Opranuzanus oOecrieurBaeT TEXHUYECKMMH M OPraHHU3AIlMOHHBIMH MEpaMH 3aIlllUTy OT
HECaHKIMOHMPOBAHHOTO JIOCTYNa M MPETHAMEPEHHOTO YHHUYTOXKEHHS W/WIH HCKaXKEHUS
cBefieHnid o JlokymMeHTax B apXWBE 3JIEKTPOHHBIX JOKyMeHTOB MC, a Takxke rapaHtupyer
MIOATBEPKJICHHE aBTOPCTBA TOKyMeHTa, moanucanHoro [1311 u DIII aBTopa, B TOM Unciie myTemM
YTBEPKACHHUSI [OMMEHHOIO OrPAaHUYEHHOI'O CIMCKA JIMI, HWMEIOLUX pPacIIMpEHHbIE
(aIMUHUCTpPATUBHBIE) ITPaBa JOCTYyMAa K apXUBY 3JIEKTPOHHBIX ToKymMeHToB 1C.
3.9 Jloxymentsl xpansrcs B IC B Tom gopmare, B KOTOpOM OHH ObLIH co3AaHbl. CPOK XpaHEHUS
JlokymMeHTOB U cBefieHU 0 JIoOKyMeHTax He MOXET ObITh MeHee 3 (TpeX) JIET U ONpeaesieTcs B
COOTBETCTBUU C JIOKAJIbHBIMH HOPMATUBHBIMU akTamMu OpraHuzalld WU €€ CTPYKTYPHBIX
MoJpa3IeICHH.
3.10 Komnus >1meKTPOHHOTO TOKYMEHTa MOXKET ObITh M3rOTOBJICHA (pacreyaTana) Ha OyMaXHOM



HocuTtene cpeactamu MC u 3aBepeHa coOcTBEeHHOPYUHOM nmoanuchio Bianensua [1911 u DIII,
an00 4JeHaMU KOMHCCHHM, BKJIIOYAIOIIEH B ce0s Kak MUHUMYM pykoBoauTtesnss OpraHuzauud u
JUI0, UMEIOIIEE pacUIMpEeHHble (aIMUHUCTPATUBHbBIC) MpaBa JOCTyNA K apXHUBY 3JIEKTPOHHBIX
nokymeHnToB MC. Komnus 37eKTpOHHOT0 T0KyMEeHTa Ha OyMa)kKHOM HOCHUTEJIE I0JKHA COMIEPKaTh
BU3yanu3anuio mramna (mrammnos) 1311 u DI, moaTBepxkaaromyto, yto opuruHai JJokymenra
noanucad [1911 u DIII. AyTeHTHYHOCTD 3JIEKTPOHHOTO JTOKYMEHTA M €ro KOIMUK Ha OyMakKHOM
Hocurese obecrieunBaetcs cpeacrsamu MC.

4. IlpaBa, 0013aHHOCTH ¥ OTBETCTBEHHOCTH BJIa/IeJIbLA JIEeKTPOHHOM MOANNCH
4.1 Bnanenen [1311 u O1IT umeet npaso:
e oOpamatbcss Kk OTBETCTBEHHOMY 3a TeXHHYECKyr mnoaaepxkky HC misi aHHyIMpoBaHUS
(0T3BIBA), MPUOCTAHOBKH (BO30OOHOBJICHUS ) ISHCTBHS MPUHAJIC)KAIIETO MY KITFOYa AJICKTPOHHOM
IO CH;
® B clTyyae HEOOXOAMMOCTH 3aMEHbI, BOCCTAHOBIJICHHUS KIIFOYA JIEKTPOHHOM MOANUCH O0PATUTHCS
Kk OTBETCTBEHHOMY 3a TeXHHUYECKYI0 nmojaepxkky C ¢ cooTBeTCTBYIOIIEH MTPOCHh00ii U TOTYyYUTh
HOBBIW KJIIOY AJIEKTPOHHOM IMOJIIHCH;
e oOpamatbhest K pykoBoACTBY OpraHuzanuu aisi pa3dopa KOHGIMKTHBIX CUTyallui (CIOpoB),
BO3HMKarIUX npu npumenenuu 11911 u SLII B UC.
4.2 Bnagenen I12I1 u DI o6s13an:
e BecTU 00pabOTKY BHYTPEHHHUX AJIEKTPOHHBIX JOKYMEHTOB B MIC B COOTBETCTBUU CO CBOMMH
IOJKHOCTHBEIMH 00SI3aHHOCTSIIMU,
® [PUHMMATh BCE BO3MOXXHBIE MEpPHl [JIi MPEJOTBPAIICHUS HECAHKIIMOHHUPOBAHHOTO
HCIIOJIb30BAHMS CBOETO KJII0UYA AJIEKTPOHHOM MOJIMKCH;
® HU IIPU KaKUX YCIOBUAX HE TMEPelaBaTh KIHOY JIEKTPOHHOM MOIMUCH APYTUM JIUIIAM;
® [P KOMITIPOMETAIIMK CBOETO KJII0Ya 3JIEKTPOHHOU MOJIUCH HE3aMEIUTETbHO 00paTUThCS K
OTBeTcTBEHHOMY 3a TeXHHUYecKyr mnomaepkky WC amd  npuoCTaHOBKH — JIEWCTBUS
MPUHAJIEKALIETO EMY KJIF0Ya 3JIEKTPOHHOM MOJIUCH.
4.3 Bnanenen I19I1 u DIIII HeceT JIMYHYIO OTBETCTBEHHOCTh 33 COXPAHHOCTh CBOETO KITFOUa
AIIEKTPOHHOMN MOAMKCH U €T0 3alIUTy OT HECAHKIIMOHUPOBAHHOTO MCIOJIb30BAHMS.

5. Texnosoruss npumenenus cpeacts I u I B UC
5.1 lna npumenenwus 11311 u DI 8 UC Bnagensiy [1311 u SIIT HeoOxoqumMo aBTOPU30BATHCS
B UC c ucnonp3oBanueM nmyOianuHoi v KoHpuaeHmanpHol yacteil kimroua [1911 u DU (ums
nojb3oBarens U napois). Ilognucanue [lokymMeHTa BBINONHSAETCS MyTE€M HaXaTHs Ha KHOIKY
"IMogmucats" B maTEpPeiice NC.
5.2 Undopmanmst 000 BceX BBIIAHHBIX MOJB30BATEIIO KIIOYaX HJIEKTPOHHON MOAINMUCH, JaTax
MOJIyYEHUs U MpeKpalieHus ux aencteus (u3bsatus) xpanurces B UC noctosiHHO.
5.3 Ilpu npexparenuu y corpyanuka Opranu3zaiiy JOKHOCTHRIX 00s13aHHOCTE! o 00padoTke
BHYTPEHHHUX 3JIEKTPOHHBIX TOKYMEHTOB C Hcrnoiab3oBanueM [IOI1 u DUII wiu npu yBoapHEeHNH
COTPYIHMKA €ro K4 BHOCUTCS B PEECTp OTO3BaHHBIX KJIIOUEH DHIJIEKTPOHHOM MOJIHUCH
OtBercTBeHHBIM 3a TexHHUYeckylo momnepxkky HMC. C MoMeHTa BHECEHHs KJII04a B PEecTp
OTO3BAaHHBIX KIIIOUEH IEKTPOHHON OJIUCH BCe Mocaenytomue JJoOkyMeHThl, OIMCaHHBbIE 3TOM
I[I2I1 u OLII, He cywuTarOTCs MOAMUCAHHBIMU HaJIeKaUM 00pa3oM, T.€. TOJIHUCHIO,
PaBHO3HAYHOI COOCTBEHHOPYUHOM.

6. 3akI0UNTeNbHbIE M0JI0KEHHS
6.1 Hacrosiiee IlonoxeHue BCTynaeT B CUITy € 1aThl YTBEPKICHUS
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